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"L , N PREFACE ’ ’ ot (
Broadcasting arts arg taught as a one or two year program d&signed for_high school juniors and seniors-who ‘have a
career objectiv\e ‘in the fields of either radio, ~television, and/or -qllied'areas.

“The brogrartn generally operates in-an in:school sgtting, utilizing the séhoql's radio and/or television studio for laboratory
experiences, . Classroom instryction focuses—in—on the fandamentals of all broadcasting areas. . For this analysis, we have
targeted in on the program management functions usually found in ‘Eon}mercial and/or non-commertiat radio stations.

In describing the program management duties, wecffave made several operational decisions that broadly define the program
ming functions generally performed in a radio broadcasting facility.. They are announcing, promotion, news, public
affairs, continuity, music, production, programming and personnel management, The tasks performed in each of these

g

areas have been analyzed according to a ’standard task analysis format. « = . . -

.
-

will actually 'perform and how many will be supervised. As an individual progresses towafds the position ‘of program
director, that ‘individual will perform many, or all, of the(tasks indicated in this analysis.
.o > \ .
We offer thisft:s:k\analysis} as a guide to assist ‘broadcasting arts instructors’ in developing their own unique curricula. |, -
+ It is’ our sincere hope that this will be used eff?ctively in preparing, students for their career objectives.
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The size and organization of a given radio station will de‘termir'l,e how many of the indiv@tasks a program manager *
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. _ ‘ JOB DESCRIPTION N
. * G .

The rddio program manager is primarily responsible /for the supetvision of all the programming functions performed in a
radio’ station. These functions include- all those activities necessary for the operation ofa radio station not otherwise found
in the engineering or sales related areas. - -

~ \ . ) - : .: ,
The .duties of the'program ‘manager may include Actual performance of tasks as well as their supervision. The areas include:
announcing;, promotion, .news, QL’blj'c affairs, music, continuity; production, programming #nd personnel .management.

The- performance of soecific d@es is related to station size, format,'and market.
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. . L . . : !
] Duty A . ANNOUNCING/PERFORMING . .
\ . . e ’ . ¢ 13 . "
1 ‘ 1 Announce continuity I
. | . 2 Host local program/personality (;nusic) (
\ 3 Host local program/4plk - phone] .
~ . . 4 Host local program/talk - interview
N L] - . -
, . . 5 Make personal public appearances-
- . \ . - . )
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_TOOLS, EQUIPMENT MATE

IALS, =
' OBJECTS ACTED UPON ‘

.

STEPS

- Iy -
* S /J N / j
Announcer . 5 ) // .
‘\°§24 S /
! Microphones , . .
. Tape ¥ .

Recorder

Production Engineer

Control Board ,
-f ®Sources of Recgrded Music

Stop ch

(Studio) ‘

ERI

Aruitoxt provided by Eic:

.4/ Read Yor voice level

6.- Eyaluate ' N

that apply to steps 6-7 .

8. If tive, develop technlques for dealing with errors+and

- . '] v
. Get copy from continuity department
2 "Prattice voicing of copy - s

.

3. Timing the continuity LN .

5. Execute copy - :

7. Redo if necesmry - -

f

" (If live, omit steps 6.7 and Decisions, Cues and Errors

time problems.

v

Amount of words in continuity - Ja
Semantics - -
Instructions .
Copy too long for time allotted *
Weak worditg, grammar and misinformation
Ineffective delivery reaction of other personne! involved
with commercial -

L}

ERRORS

Copy can be inaffectual
Copy can be unsatisfactory to clljnx .
. LY

.Too short for time allétted

Too long for time allotted
Key words might be left out

Unsatisfactory words or errors might be left in

Recorded copy might be substandard
Unsatisfactory to client

I
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| (TASK STATEMENT) ANNOUNCE CONTINUITY _ - -
¢ " SCIENCE ’ MATH — NUMBER SYSTEMS A
; 4 . N L e - 4 g
b - - — T
! - ‘oA
Voice and articulation principles Basic word per mmul'e meaSur;ment * . - .57.
Phonetics ' ' . ‘}“ -
Breathing ' - r
» a 1 o . . ",}.‘l
' , o ' . -
. . -
. _ Co ’ N . i \
. . . - .
H ‘ s, . 3 ; “
< - T 42 ¢
. ‘ ; - \ .
r
N X -
- .” ] - . .
] -' - Can rg: ; /
7 . B N
B S ¢ COMMUNICATIONS . -
’ ]
c PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS
Reading ’ . N Copy continuity ’ P Vocabulary/word recognition
. Writing ~ - ] Copy continuity Punctuation discrimination !
‘ *Listening Recorded copy continuity Grammar, phonetlc transposition/transcription
Speaking > i Copy continuity a Discrimination ink listening/understandability
. Seeing . Copy continuity ~ Quality/tonﬂaccuracy s
~ . Articfﬂatjon, Audience awareness
= ., , nflection *
* Sight Recognition
A3 ] “ ks
e
- ° 12 ¢
-~ ~ - v "'r‘ .
° \ LY ~ )
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Aruitoxt provided by Eic:
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(TASK STATEMENT) HOST LOCAL PROGRAM/PERSONALITY (MUSIT) ’ ' #
t 3 s, t» : g
* TOOLS, EQUIPMENT, MATERIALS, ‘ oo '.' ’ /
OBJECTS ACTED UPON / STEPS . SAFETY — HAZARD . t
N .
’ 1. Arrive at station " Electric shock f
Host/personality 2. Check in/pick up log (only if sxgn-on pérsonality) - - Fatigue . . !
Control board * = 3. Gathers together, play list, copy, records or carts, and Hoarse voice .
MjcrOPhone B gimmicks, plus coffee. Goes through sugn-on procedure b ) ’
Headsets . T if necessary. If not sign-on, relieve personality on duty ' : ,
Turntables and take control position. . : ' "o '
Tape machines - 4, Sign-on program log. -
Records NON-SEQUENTIAL ACTIVITY STEPS = __—
Recorded audio sources Operate pot; lavels . _// -
Show biz “gimmicks"’ Read news, weather . '
Clock - o Read commercial/tontinuity ' . T ,
Cogy - ) Play recorded music .. . g ’ .
Play\lists Talk to listeners/schtick : ‘ > \ .
Telep Give time/temperature N . v .
* - Operate equipment : T,
LA - Take network feeds * -
‘ e = Sign-off logat shift corrip!etion' ' N . .
PR Prepare next shift , ’ vt
, Sign ‘station off air if necessary i ‘ '
° Note: most air shifts are 4 - 6 hours long; for remamdet' R /
) . . of work day, host may be involved in gne or more of the { N
N . following capacities: selling/PR/mail-phone answering/music(~ -
) - director/public affairs director/prepare play lists, etc. .
- ‘ ) - , el .
- ¢ DECISIONS . CUES . 'EBROR .
1. Determine play list if host perrogative ~ — .. . What listeners want or like; what market will bear;. " Alienate Iisteners ~— lose audience and(uhimately 4
- ~ what time segment demographics apply to shift revenue :
2, Determine host personality (schtick) What particular audience responds to; what host is Alienate listeners — |ose audlence and ultimately
. N ; . N effective with. ) ‘revenue -
3. Determine “filler material” etc, ' What will fill a short dead space < . Dead air/ldose board. Sloppy sound. [y e
i Turntable — wrong speed
‘ . 3 . Misprounuciation of words "iﬁ{
N . ” Ry - °
X
. - 15
‘ .
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- ‘/" ' . ) r y




th ) - ’ ¢ ot PRI ) - 4 ’ B ’ * ¥
D o \ - . s
(TASK STATEMENT) hosT LOCAL PROGRAM/PERSONALITY (MUSIC) : :
ty * ' ‘ : . vt .
¢ R . . v Lo . - i o
el SCIENCE - - . MATH = NUMBER SYSTEMS ’
. — . “ ) ,
) ) . i Ty ‘ . ' R
§- Principles jof audience analysisLa rtainment . T Basic tme measurement . .
Psychologyh{r:d soctology relating to gaining and maintaining listener interest and. ‘ .,
loyalty ' . i . .,
Political science applied ta currept events - T ’ . »
Behaviorial sgience applied to ho " a e . .
Voice and articulation 7 . .
Breathing ., = . . . .
Phonk > B ) .
Articulatic a A . a\ \ .
. 7 * 5 - ) - (‘
k) . . s A
. [ . éu) Vo
. ' ' .
. . ~ 7
-?' B N «
- " . . * . & L ] « ) - :
) . ) R : LN .
.- . r , L
L + . ’ 4 ' 4 ¢,
: . .. . ] R
; ) N
| . - . R ‘
' < : : -
e - LY - ! ed A
) : 0 N . e s + v
. ¢ . COMMUNICATIONS - T : \
PERFORMANCE MODES EXAMPLES ) A SKILLSYCONCEPTS ‘1}»
- —_————— . - A .
© s 1 . & R
- ~ - [ : ¥ ¢ . ° + 4
Reading .- , , CopyMog/continuity (anything written) filler m}aterfgl Word recogﬁ%on/vocabulary, punction discfnination
, . Speaking , . . Copy/continuity/filler/ad libs Articulation} audience awareness, inflection, tone )
' Seeing ' Cues/visual commands/copy/scripts/printed matter ° Sight recognition/accuracy *
. o ) continuity < . A
v . Sensitvity Beiﬁg aware of your effectivenfss Effectivgness/T.A. .
. . .
N - 3 . , )
N \ : - el 3 - . . - .
e : e R 5 . v .
Y . - = ) v '\
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(TASK STATEMENT)  HOST 4OCAL PROGRAM/TALK ~ PHONE ’

TOOLS, EQUIPMENT, MATERIALS,
OBJECTS ACTED UPON

STEPS

J/ Host R

Contro} board -
P Microphone
Headsets
Turntables :
Tape machines \ .
Records - “
Recorded audio sourges- .
Shaw biz “gimmicks”
Clock
Copy
Telephone ,

DECISIONS 1

termine host personality - style — schtick
2. Dete

3. ide if caller is likely to offend; libel, use c')bscene
language. Therefore, decide if caller shcﬁ;ld be. cut off
 or tape delay used

4

FRIC s

Aruitoxt provided by Eic: <
Ar by -

nine appropriate subject matter for talk — call-ins

N

1. Arrive at station

2. Check in (pick up log ~— If sign- on)

3. Gather together copy, scnpts notes, and music
4. Go through sign-on ‘i necgssary

5. If not sign-on, relieve previous air personality — take

- control position — sign-on log. -

NON-SEQUENTIAL ACTI VITY STEPS

a. Operate board, recorders, microphones, turntables

b. Read any gqews, copy, cdntinuity, filler material
c, Give time and temperature * .

» d. Play music . ~

e. Talk to listeners )

f. Talk on phone — make and answer calls

9. Change topics for call-ins . )
h. Take netwerk or, syndicated feeds

i. Use tape delay '

6. Sign-off log at shift completion/sign-off station
7. Prepare next shift .

Note: Most air shifts are 4 - 6 hours. For the remainde?

of the normal 8-hour day, host may be involved in one or %
more of the tbllowing capacities: sples/PR/mail-phone answeiin

muslc public saffairs, news, and program dlrector, etc.

What list ers want, like, need what market will tolerate,
what time fment demographlc facto‘rs apply to shift.
What is timely, interesting, provocative, newsworthy
What cal®r is saying, nature of caller’s personality,
experience — rule of thumb, “‘callér_solinds like a nut”

Y
* .

- . !
Eléctric shock Lo . s,
Fatigue ] s . .7 .
Hoarse voice - .2 il
Beligerant/violent guest .
Threats of personal violence from audience >
: 4
t e . - 2
k) . «
. N .
v £
S
- ¢ o -
.
. L 2
S . '
N ) ,
- 4
v ~

.

. ¢ ERROBS

o

Alienate listeners, offend, lose audience — ultimately_ Iose
revenue '{9'

Alienate hsteners offend lose audlence - ultlmately lose
revenue.

Alignate ~ offend audience, libel station, pepplt,” sponsor,
get station jn lega! difficulty, lose job and license..

é

£
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. {TASK STATEMENT) HOST LOCAL PROGRAM/TALK — PHONE ,ommre "
. 9 e ’ ¢ > , . . ) 7
. , SCIENCE . - . o MATH —NUMBER SYSTEMS
> 4 - ~
-~ . - - :' - 1]
' ¢ . : 1 .
Principles of audience analvsmlascenamment P ' Basic time-rfieasurement . .
Psychology and sociology relating to gaining and maintaining listener interest and |oya|ty Basic telephone dialing_skills {codes) bY
Political science applied t@ current events ‘ \ ’ c . :
Behaviorial science applied, to how people react . '
Vofce and articulation | M Ny : . -
Breathing | . , . h
Phonetics ' . A . * * . \ \
3’3‘.* . . ' e ¢ ) .
. . . ! .
. “ 5
s ’ 4
, , LT - / . T ’ oA *
LY o - L2
9 " - 5 ' .
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* . COMMUQHCAT!ONS
N ' ' - ‘ ) - ,'" .
- /. . -
% PERFORMANCE _MODES . EXAMPLES SKILLS/CONCEPTS )
T . ’ * . > &
Reading . . . Copy/log/continuity/filler | : ¢ Word recognition, vocabulary, punctuation discrimination
Speaking s L - . " _Copylcdnﬂnuitylﬁl!er . / Ar'ticulation, audience awareness, enunciation, inflection,
) . : tone . :
Seeing . ' Copy/continuity/printed matter Sight recognition/accuracy
Sensitivity ey ,° Being aware of yoyr effectiveness and audience reaction Effectiveness/T.A. - . q
Talking ' ‘ Communicating on phope JArticulation, audience awafeness, inflection,')dne
Listening — Understanding what is Eeing said on phone L Discrimination of important and unimportarft information,
’ , . . 4 s : . : concentration - audi'tory discrimination
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Aruntoxt provided by Eic:

(TASK STATEMENT)

TOOLS EQUIPMENT\ MATERIALS,

)__HOST LOCAL PROGRAM/TALK — INTERVIEW TYPE. .

1. Deternjine tone, direction, content of program
2.. Decide which guest(s) to have for particular st;ow or topic
A -

3. Determine if guestls) is cooperative, hostile, beligerant,
violent

4. Decide when to ask next question

Determme if guest{s). is ramblmg, going off on tangent

being evasivg

6. Decide if guest(s) is libeling, offending, being obscene or
fraudulen o "

7. Decidefp redo show if-teped * -

o

»

{ .
Timely tapics, newsworthy, interesting
Sy .
Appropriatsly interesting, knowledgeable guests, able to deal
subgect '

Guests background; displayed anJ implied attitude, reputation
relationship to subject matter

Lusten for natural pause, end of thought; ansyver t00 long

v
Listen to_answer — relaugnshlp to topic, interest Iev}

relationship to other guests, subjects
Knowledge of laws and rules; lastemng to answer; knowtedge of

subject -
Station standards; good judgemem guest reaction *
¥

3

.OBJECTS AGTED UPON . © STEPS . * . .SAFETY — HAZARD
R 3
' ) - - —“: —
Host Note: It is assumed that the interview/discussion program Hoarse, throat o0
" Guestls) | takes place in a studio {not in the control room) and is a Pereonal violence from beligerant, violent, or hottile guest
Microphones ! i | LT program ‘entity — not a .shift. ¢ Personal vuolence from offended or hostule fistener. *
Headsets . 1. Prepare show — research topics and guests Virite. questions, L't}sa,*o{ job and ||cense . s
Clock . Y - topics. > Ligal difficulties, suits i ) :
Telephone \ 5 . - 2, Greet guest(s) and make them feel comfortable. B ‘:g’ . 4
Copy/scripts/filler material etc. \ - 3. Go over program with guest{s} {take additional notes); w 8 4 .
g | explain operating procedures, microphone techniques, "o )
i © A breaks, etc. . 5 N
‘. R ! \ . 4. Introduce show and guest(s) - . R
5. Begin question — answer — conversation - .« - o !
L , ~ 6. Take breaks for commercials, news, feeds, as fog mdlcates ¢ '
« 7. Conclude show — thank guest(s) - , .
<. . ,_B. After show, thapk guestls) and say good-bye . .
) . . “9. If show, is not livg — evaluate and redb if necessary,
10. Prepare next show ) ) -
) “ Note: Talk/interview programs may run from five minutes tos
to 2.3 hours. For remamder of work day, host may be ’ » s
involved in one or Mmore of the following tasks:.air personality - ~7 R . .
{ ' SN ‘news/programming/PR/sales, etc. o ) . . . )
. ) N .
\ T v , . . o~ .
Vi ' ! »
/ . L. _ . \
. - ¢ £
DECISIONS - CUES ' ' ERROEs . g

Program could be dull, umnteremng, lose audience and ,
revenue | o,
Guests could be uninteresting, ignorant, result in _poor
ineffective show — lose audience and revenue
Guest could be uncooperative, violent, hostile — result
in controversy, ineffective program; lose audienceandrevenue
Show loses interest, direction of topic'suffers gets bogged
¥ down »

Show loses interest, dlrectlon of topic suffers, gets boggod
down
. Guest could libel, slander, defraud, mislead — station couldbein
trouble, offend listeners, losh ratings and revenue”

+ Program could be dull, umnteresting, fose audience an nue
guest dissatisfied 2

.
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(TASK STATEMENT) HOST LOCAL PROGRAM/TALK ~ INTER—VTE\Q TYPE : . -
: . : . ; “ - .
SCIENCE - ) TH — NUMBER SYSTEMS ¢
- ) - N i N
: L : ¢ : 4 ' ) :
Principles of audience analys-s/ascertammem Basic tsme measurement .
. Psychology and sociology refatiog to gaining and mamtalmng listener Interest and loyalty .
‘Above also relates to guest/host relations . - . .
p Political science apphed to current events , P N <@ 3
Behaviorial Science appheds to how guests react ' d « . * D% T v . i
Ydiee and articulaton . -~ ¢ &Y \
Breathing . B . )
Phonetics - . . . N
Kinetics . s ) . °
J . - - . .
A : BRI S 4
. ' 91 / ¢ " -
8 . ) © g o i
B ° ° . - . ¢ v
. 3 > _ - :
7 T S ° )(‘ s v r . :
¢ - : - . * . . *
-~ - N
. < -
- ¥ ’
. - e - » .
) N - .
2 Y : N .
, COMMUNICATIONS - & .
R ~ 7 S—— = .
PERFORMANCE MODES ’ EXAMPLES ‘ R SKILLS/CONCEPTS
- - _— . . P
Speaking * Interview script/continusty . _ Articulation, enungjation, inflection, tone, guest
. awareness ¢ ’
Reading . Interview script/continuity Word recogmtlon vqcabulary, punctuation discrimination
. \
Seeing Guest reaction/facial-kinetic movement Inference/accuracy -poise
»
- . Talking Communicating to guest(s) \ . Artcculatton/enunmatlon awareness, inflectior,, tQne
Listening ”/ Understgpding what is bémg:said - /),udltory dlscnmlnatlon/concentrauon discrignination
. ~ N - : © - ‘of important and unimpostant information .
Sensntvity . Being aware of your effectiveness and guest reaction Transactiopal Analysis i o
4 - . -
. ’ T«
. s ' W . ‘
~ L4 - - »> .
° ’
b ¢ - - - S
. ¢ -
& L. " __ .&z‘. , . N
ERIC . <%+ \ . S -' - < .25
‘ . ' . . ) - - <,
. - . - < - . . 4 ’
vy - " “




Aruitoxt provided by Eic:

TOOLS, EQUIPMENT MATERIALS,
OBJECTS ACTED UPON

STEPS

t

SAFETY — HAZARD

Personality

* promotion maternal
Script — copy — notes — gimmicks
Appropriate clot?ing/costume

v

PR materials — pictures, bumper stickers, give aways, stat:on

personality.. .

¢ -

. Arrive at specified location

2 Meet contact ~ go over details

3. Begin appropnate activity for spectfsc
appearance situation

4. End event

Note: It is assumed that the contacts and arrangements have
been made by the RR[promotion department and not by the

e — :
Travel accidenten route 7
Exhaustion . .
Violence from audiences — hostils, vindictive people
Injury from over eager fans :

Voice strain

Sports — activity related injury

Note: Public appearanées include merchandising at local sponsors,
civic  Bvents, parades contests, pagents; sporting events, political’
rallys dances, shows, chamable activities, (walkathons, bikeathons
etc.) auctions. ‘s,

ERRORS

lose Iinen’e}, bad PR for station, lose .

CUES

" DECISIONS

¥

Make up of audience — age, maturity, nature of event Offending audience —
- -job
2, . Determine format of presentation — scripting if necessary . Nature of event . ’ lneffective pOrformance N
3. Determine PR materials/give aways to be distributed - Size and make up of expected audience Wrong or insufficient give aways — poor unprenion
4, Decide response to overzealous or hostile audience member Visible attitude — activity of au‘dience;member Personal injury or embarrasing incident — bad impression ¢
. ; - and poor PR
5. Decide on pers:onal.appearance — clothing; looks, etc. . Good taste, audience make up, nature of event Bad image; offending audience — lose listeners, bad PR for
. : station lose job.

Determine attitude displayed toward audience — *‘act”’
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" (TASK STATEMENT’ MAKE PERSONAL PUBLM{ APPEARANCES , : ~
’ ] ¢ ‘ .
- " * . SCIENCE : MATH — NUMBER SYSTEMS .
. .x N—
— .
- Behavior?::l Science appled to audience reaction Counting v
Polmcal science applied to current evepts ‘; ” Basic time measurement'
. Socno!pgncal science applied to socio/economic make up’of audience 4 \ ’
R Audience analysis prior to=pppearance e B
Psychology applied to (a) audience reaction {b) audience interest .
Articulation/enunciation ‘:)
Kinetics . ‘ L.
- d . . * . ! . - d .
. . )
< N /. - ¢ M
2 Q . .
. . - - v s
) ) .
+ - ‘ »
s . .
. . r s - , o ‘r
¢ . ¢ - - : ) - . .
. * o,
L] " ya - - \ .
. o ! COMMUNICATIONS . . - .
T PERFORMANCE MODES : EXAMPLES .. T SKILLS/CONCEPTS
Speaking ﬂ . Ad/lib or script 1 Articulation, enu&glatlon, inflection, tone ’
_Talking . Interaction between audience and persona!ity Arttculatlon; inflection, tone, enuncxatlon persuasion,
’ > " A poise, awareness
1 Reading o Script _ . Word recognition, vocabulary, puhctuatlon discrimination
* \ . inference, accuracy, poise
Seeing , e - Audience reactaon ~ kingtics: ~ facial e»pi'%ssnon ’
Listening ’ Understanding what is being said Tt Auditory discrimination — concentration
»Sensitivity - ‘ Being aware of your effectiveness and audience feaction K Discrimination of important information T.A.
£ M .
A S ¢ * -
< ) : R .
3 ~ 4 [y 1
[N ! . " - ' ’ - T -
T S , . “
o ! r S PR = w v
E MC . ’ ' 11 . “ . ,
L. ‘s M . v .

PR}




PROMOTION

. B . .
1 Develop on-air promotional materials
2 Develop promotignal materials-for other media
-3 Promote stafion to the general public
m -

'
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(TASK STATEMENT) DEVELOP ON-AIR PROMOTIONAL MATRBRIALS -

OBJECTS ACTED, UPON

TOOLS, EQUIPMENT MATERIALS

PR director ‘ ’ ) \ ,

Writers
Production studio
Announcer s
Recorded music
Jingles k]

.

Information on local programmmg schedules and details

{network and syndicatsd)
Writing materials
References )

DECISIONS ; -

2. Decige on format for promdt%n(s)
3. Determine best i;iea'for promotion(s)

4, Decide audio elements for promotion(s) '
5, Speclfy txme slot requem

&

6. FieSb\lve if promation effectwe and suctessful

ERI

. s

)

1. Determine program(s) .or aspect(s} to be promoted
- 3

-

. Select programis) to be promoted (or aspect of station to
be promoted).

-Select format for prese,

. Brginstorm ideas for promotion

. Write scripils)

Select audio elements {jingles)

. Rroduce audio elements

Mix audio elements

. Dub promotion(s) to master

. Request time slots for air schedule
10. Schedule promotionl(s)

11. Air promotion{s)

12." Evaluate effectiveness -

o

. Redo if necessary ,

CONONEWN

wNote:* These promos are heard on the given station only.

¢

»

Station need/new programs/ratings/salable featutes
. Program or, aspect to be promoted. Music chosces,

production elements

Ideas generated by brainstorming — most creative

Nature of promotion(s), desired effect

Day parts; availabilities

. R G, .
Hating; reaction of audielce, management

| cues 0 T ke

pi—

None

" ERRORS

Ineffective promotion, wasted production a\wlr time,

deterioration of image . .
Inaffective promotion, wasted prodOcﬂon and air time, ’
deterioration of image *

fneffective promotion, wasted production and alr time,
deterioration of image '

Ineffecﬂve\ promotion,  wasted productlon and alr ﬂme,
deterioratipn of Image” "

Ineffective promqtion, wasted préduction and air time,
deterioration of image N
Ineffective promotion, ed production and air timé,
deterioration of image




‘.

‘ i ) . i : S t . % 7 )
. ) ' ¢ ’ ‘
(TASK STATEMENT) DEVELOP ON-AIR PROMOTIONAL MATERIALS - . ; -
. . . ]
. SCIENCE - MATH — NUMBER SYSTEMS
Socmlogy as it is applied to audience needs : ) . ,
Psychology as it\is applied to audience needs and persuasion , . N ’ Basic arithrietic skills and concepts, ,

Interpersonal commumcatlon as epplied to persuaslon
Kinetics (live or on tape) -

All communication sciences

Writing science (art of word weaving) ~
Writing science (art of Word weaving, imagery)
Advertising techniques

-

! Basic time measurement

» < ] Q ~
N - - ) ¢ / 4 . ks . : -
Pan . -~ q‘ v - %_
’ 1 N 1 . -
' J . , . 4
s - ' 4 ' '
- ! ~ - “ A
COMMUNICATIOI‘S
. - 7 . : . )
v - - : - - =
PERFORMANCE MODES .l EXAMPLES ' SKILLS/CONCEPTS
v . . . .
Reading Copy/contmunty - scrlpts evaluatnve reports — survey Word recognition, punctuation discrimination, vocabulary
~ v
. - . ‘material, analysis
,Spéaking ) ! Copy/continuity,— scripts — concepts . “ Articylation, enunciation, inflection, tone, audience
. > . ] ‘ . '} ° awareness, facial “expression
Talking ’ - ) . Other media Teps, audience samples, writers; concept Articulstion, enunciation, poise, awareness, persuasion
. - o . . designers, promotlon development team : , . N . .
Writing .Copy/continuity, analysis, surVeys, scripts, memos, comments, Organization, concjsenep,/ outlining: clarity, spelling _
.o ~ notes . L spelling grammar, vocabulary, creativity
- . * \ . - ,
, Listening ' o Ideas, tapes, proposals, other media reps. director, - Concentration, auditory discriminatign, discerning important
. - ' promotional staff | .- and unimportant information T, e
. Seeing — observing - People, reactuon to ideas, objects, copy/continuity Kinetics, accuracy, poise, awareness N fg,;
Sensitivity .y . ) "o people, reactions, audience reaction ~ ‘.‘,‘Jhte'rpersppal communication, kinetics, T.A.
. + Advertising teehniques - -

ElC

J e

_1

.

LN * . -
:

B R a4

4 < . - . "

P S 4

’
e - + ,.04 « 3 s
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(TASK STATEMENT)

b Ao provasa oy i

3

- Designers

TOOLS, EQUIPMENT, MATERIALS, _
OBJECTS ACTED UPON

DEVELOP PROMOTIONAL MAFERIALS FOR OTHER MEDIA

- v “

’ STEPS

) SAFETY —'HAZARD

PR director

Writers -

Production studio

Announcer ‘

Recorded music

Jingles . ’
Visuals N >
Artists .

Billboards

Newspapers

Layout materials

Rate cards

T.V. studio — (See T.V. tasks)
Writing materials

References

Time salesmen

.

DECISIONS

—————— A
N . * -

1. Determine program(s) of aspect(s) to be Eromoted

2:"Choose medium (media) ’
A g -
3. Determine idea

> .

g.. Choose ‘elements (T.V, or institutional)

5. Determine best buy — amount and location

?

6. Deliberate effectiveness of campaign

-

Select programs or aspects to be promoted
. Choose medium (media) to utilize.
Selgct format for presentation. e
. Bra%storm ideas for promotion
. Write appropriate script or ad copy de&iding on
medium

(LIPS AN

L4 N v

6. Creata promotion it
a. T.V.. 3 s
. (1) Select visuals -
' (2)  Contract for artwork o
(3)  Story board . .
(4)  Produce-audio elements {jingles)
.{8)  Send to T.V. station for production *
(6) Produge at station
b, Institutional (B‘IIboard transit, newspaper, dio listings
. 1) Determine artwork ¢ j
{2) "~Produce layout
7. Acquire ad time or space
8. Run promotlon R
9. Evaluate effectiveness ' . .
‘10. MOdlfy<1f necassary . : -

, Note: promotion d’épartment also usually handles releases °
telating to programs, personalities, awards, special activities.
These are usually sent to Radio/T.V. departments of news-
Papers with,hopes of getting print coverage,

i
. -

[N -~

) Ratings/audience reaction/managemerx‘ﬁh |

CUES

< e

Station needslnew program ratings/salable features

Budgetlmedna—effégnveness — coverage and frequencyl
cost per thousand rate -

- .

. Creativity/ ideas genaratad/relgtioqship to media.
-

s
Mediumlcontenghiture of promotion/creativity/visual appea!
g- .
Mediumlrates/rr'rarket/budget

o,

1
- z 5
-
R4

. ERRORS
o

Ineffective promotion — &vaned

media campaign — deterioration

In€P¥ective promotion — wasted

media\ampaign - deterforation

use of media — ineffective buy.

Ineffective promotion — wasted

“ media campaign — deterioration
Ineffective promotion — wasted
media campaigg — ‘deterioration
Ineffective promotion — wasted
‘media campaign — deterioration
use of media — ineffective buy.
Ineffective promotion — wasted

. media campaign — deterioration

money — ineffective
of image.

money — ineffective
of image — ineffective

. y

money — ineffective
of image.

money — ineffective’.
of image:

money, — ineffective
of image — ineffective

money — |neffeotlv36

of image.

o

»
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L

/
Talking ‘ o -,
e N . 1 .
Writing & - .
L& .
Listening . * N
«

Seaipg—/cabserving . S

’

. \

Other media reps, audience samples, wr'iters, concept!

- designers, promotion development team

« Copy/continuity, analysis, surveys, scripts, memos, comments,
notes v *
|deas, tapes, proposals, ott_ler méedia reps, director, -
promotional :staff ) /
People, ragction’to ideas, objects, copy/continuity

(TASK STATEMENT) DEVELOP PROMOTIONAL MATERIALS FOR OTHER MEDIA A \
‘ . v . . ¥ Ad ’ ’7 -
: - SCIENCE MATH — NUMBER SYSTEMS '
4 : - ) . ' - a
Sociology as it is applied to audience needs - Basic arithmetic skills and concepts - » :
Psycholggy as it 1s applied to audience neegs and persuasion, e Basic time measuggment s a‘
tnterpersonal communication as applied to suasion S R
- Kinetics (live or on, tape} ' . N .
" All communication sciences )
Writing science (grt of word weaving) )
Advertising techniques .t )t
) . . , . ' .
., . v - “ N P . ! »
t . \
, \. Y * : ~ %
. . f
- Vi -, - M o ‘g : " '
- . 133 N .
< = - ’ a-; T 5 / ’
) 4 = - 4 , . .;
N . - .( d:\ J” N
o X S coMWCA‘EmNs ,
PERFORMANCE_MODES I , EXAMPLES - SKILLS/CONCEPTS
v 4 " . . .
; E'Reading . Copy/conti' scripts — evaluative reports — survey Word recognition, punctuation discrimirfation, vocabulary
) . . material — .
Speaking Copylconti - [ipts — concepts . Articulation, enunciatipn, inflection, tone, Budience awarénes;,

facial expression
Articulation Penunciation, poise, awareness, persuasion

Organization, conciseness, outlining, clarity, spelling,
spelling grammar, vocabulary, creativity.
Concentratilpn, auditory discrimination, discerning
important and unimportant information

Kinetics, accuracy, poise, awareness

Sensitivity " ¢ T? people, resctions, au&li‘enca reaction Interpersonal communication, kinetics, T.A.
7 3 ] = Advertising techniques
\ . . sl ° -
7 ) - x ” d - - 4 oy 20
> B > . .~ N 7 ab .
. . o 'S




(TASK STATEMENT® PROMOTE STATION TO. GENERAL PUBLIC

- .

ERI

Aruitoxt provided by Eic:

TOOLS, EQUIPMENT, MATERIALS, ~,
OBJECTS ACTED UPON

yd -~

STEPS

* " 'SAFETY — HAZARD

PR director
Personalities
Visitors
Merchants
Giveaways — posters, play lists, pictures, bumper mckers,

LY

buttons, records N

Porwable studio {for discos)
Writing materials
Ratings

DECISIONS

]
1. Determine viability ofgequest
2. Degide appropriate personality,

A N A
3. Determine. giveaways
4. Choese media to solicit
5. Agcertain which.giveawgays applicable to station

T

6. Decjde appropriate distributiOn methods and Jocations
7. Detarmme éffectiveness of promotional giveaways
8. Determlne vus:tauon policy (size of groups, age, days, times)

,
. 0o
PRUNZTION wN

A. Personality public appeerance
+ 1. Process requests’ for appearance
2, Make arrangements with personality
3. Gather appropriate giveaways
4. Solicit media coverage if applicable
5.. Promote if applicable
6.4 Accompany personality to event if necessary .
B. Giveaways
- Select appropriate giveaway items to promote station —
buttons, bumper stickers, play lists, pictures, clothing,
‘merchandising girnmu:ks for retailers,
. Aquire items
. Select distribution methods and locations (record stores,
head shops) *
. Promote availability of giveaways
Evaluate effectiveness °
eld trips to station
Establish station visit policy
Assign person to duty
Route reques through above person and schedulethem.

Acquire, sufficignt giveaways if deemed necesgary

. Public appearaicgs include: concerts, speaking
engagements in schools, Tairs, parades charitable activities,
dances for merchandising client — commercial establishments
as well as station. Personalities can appear at stores, malls,
trade shows and fairs, concerts, etc.

2
o
=3
e

- -

CUES

. l

Requesting group/station policy/total reque's*ts
- Nature of request/availability ) : .

.
Y

Need/audience/policy
Nature of event and personality
Budget/promotional needs/audience/availability of .
giveaways/cost R :
+  Willingness of distributor, locatfon of distributor,
. affectivepess of ‘methods
Contihued requests for item visibility
Requests, size of station and staff

i—
Possible travel accidents
Personal injury to personality from fans
Exhaustion
Personal injury to visitors on field trips

ERRORS
]

Bad community relations/overutilization of personnel.
Bad community relatlons/ovarutlllzatlon of personnel.

ineffective promotion

Was bad or ineffective giveaways

Ineffective promotion.

Ingffi;g;tlve use of budget/ineffective promotion

Ineffective*iive of budget/ineffective promotion

. lne?'ective use of budget/ineffective promotion
Bad PR, overworked staff, community disinterest

. 40




All communication sciences
Writing science (art of word weaving)

e e e A T SR ETEE K (g nine B <Y e %

> " ° . 4
(TASK STATEMENT) PROMOTE STATION TO GENERAL PUBLIC -
- 1
) : SCIENCE ‘ MATH — NUMBER SYSTEMS
Soclology..as it is applied to aldience ne¥ds ) . ¢ Basic arithmetic_ skills and concepts . P o
Psychology as it is applied to audience needs and persuasion { Basic ?ime measurement <+,
I nterpersonal communication as applied to persuasion™®] Statistics — sampling — apalysis .
Kinetics (live or tape) . . . .

a

.COMMUNICATIONS

l—?:ading N
Speaking
T;slking :
Writing
Li;tening
Sqeing — observing

Sensitivity '

’

PERFORMANCE-MODES— - . ....... .

- A TR N

EXAMPLES

Copy/continuity =~ scripts — evaluatlve reports - ¢
survey material, analysis .
Copy/continuity — scripts — concepts

- -

Other media reps, audience samples, writers, concept
designers, promotion development team

Copy/continuity, analysis, surveys, scripts, memos, comments,

notes *
Ideas, tapes, proposals, other media reps, director,
promotional staff . .

Pebple, reaction’to ideas, objects, copy/contl.nulty
To people, reactions, audience reactions

: SKILLS/CONCEPTS

&

Word recognition, punctuation difcrimination, vocabulary

s Articulation, enunciation;, inflection, tone, audience
awareness, faclal expressnon

Articulation, enunciation, poise, awareness, persuasion
Organization, conciseness, “outlining, clarity, spelling,
spelling gtammar, vocabulary, creativity
Concentration, auditory. discrimination, discérning

. |mportant and unimportant lnformation

Kmetics accuracy, poise, awareness s .

T~ Interpersonal communication, kinetics; TA.

Ability to interpret ratings




AN

‘ -
)
Duty C NEWS/WEATHER/SPORTS RROGRAMMING
1 Develop news/weather/sports programmmg )
’ .2 Develop edltorla!s/commentarles
. . | o
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(TASK STATEMENT) DEVELOP NEWS/WEATHER/SPORTS PROGRAMMING ‘ \ ; ]
{ ¥ .
TOOLS, EQUIPMENT, MATERIALS, . . - e )
OBJECTS ACTED UPON ‘ STEPS - -SAFETY ~ HAZARD -
R L
- . P M N 4 ¢ A4
Parsonne! . ] 1. «Gabier news information - On location
Reporters — correspondents — writers — editors — a. Locate newsworthy material Travel accidents en route . ,
stringers — presenters . future file, scanner, phone tips, stringers, newspaper, Hazardous condition at location — f'f%ﬁﬂg.
Equipment . #  phone investigation of news sources — police, fire, press natural disaster |
News control studio, recordlng devices, cassette reel, cart, conference, news ‘service Personal violence from news sources, police, crowd
microphones, controt board, remote transmitter and receiver b. Confirm details, investigate, research . - P
(i.e. marti unit), pencils, papers, notes, typewriters, telephon c. Go to source |" station
dmactory,pohce scanners — C.B. units, teletype — news service d. Gather information — write notes, record information, Nothing unusual - .
retwork feeds . get materials, talk to news sources, ask questions, interview
Supplies ‘ . 2. Write news story . *
newspapers, reference materials, future filing system, releases, a. Time stofies . . -
city maps, filing/storage cabinet, office furnishing, coffee b. Write story in radio news style ’ - :
. c. Include actuality (if any) * '
M . . d. Review and coordinate facts and information .
~ e. Assembile all stories in order of importance and . ’
- N newsworthiness. Include all recorded, edited actualities. t
3. “*Present news . B .
r— a. Read news script in order or intro spgm, feeds A
. ¢ b. End news cast on time .
*Note: Refer to Announcing ‘Task for details relating to ’ N
B announcing/delivery steps and information in presenting news -
‘ — by
DECISIONS . CUES \( RROB§
1. Decide what events/situation are newsworthy — determine . Importance of events/situation to listeners (interest, timeliness, News cast could be uninteresting — noncompetitive — loss
priority 4 locality) availability qf reporting staff/equipment , of audience and ultimately revenue v
2 Determine if-information/details are accurate and sufficient Facts and information available, sufficient source verification, Inaccurate reporting — law suits, loss of revenue and ultimately
. common sense v ticense. Loss of revenue s J°

¥, . . .
3. Decide sources of needed informationy
, .

4. Determine length and content of story <

«

.5, Decide priority of stories and actuality, insertion and filler

for back-up

44

ERIC.

Aruitoxt provided by Eic:

Availability of sources; status of source (go to pérson in charge
or spokesperson) .

Relative qugth of news cast, information available, importance
of story

Length of actual news time format and style of prdgram

]

Misinformation, biased information, wasted time.

-
Story too long for show, for its worth; stretching m{{?ﬁql o
Disjointed ineffective news cast, loss of audience and revenue

45
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-« - - J
5 (TASK STATEMENT) - DEVELOP NEWS/WEATHEQ/SPORTS PROGRAMMING . .
L] ¥ '
~ “ , . ’ 3 »
v ¢ A - . )
. . SCIENCE . ~ | : MATH — NUMBER SYSTEM \\
P .
- , , e id
Political sciense applied to current events \ . S Basic func;wnzhmdermndmg of math principles relating to economics, units of )
Behaviorial science applied to human jnterest Ny measurements, time, percentage. . [ 4 -
14 * Overview of the sciences for broad background as is applies to news gnthormg subioct matter ' s . . T » \
- Note! To prepédre students to_cover news story relating to science sub;octs (ocology, weather, . ‘ . . '
pollution, space, etg.} it mlght be usaful to develop lists of basic terms or concepts. The . L. C \//
same goes for politics, economics, sociology and other social and behaviora! sciences. it is not ’ . . ,
intended that instructor teach sciences, but indicate importance of science concepts and . . . i
working knowledge as they relate to news items and events. . - . .
* " - .
M ¢ i .
\ ;
- 'h ' * - ‘ *
1 3 - rd
- - « .v - .
. ( £l x " g 1
- . 4 . *
LY ) & N
.o ' - COMMUNICATIONS :
PERFORMANCE MODES ) N~ . s EXAMPLES e, SKILLS/CONCEPTS '
T - ', \ : ‘ '
Reading P [’ New¥worthy material, newspapers, magezines, wire copy, Word recognition, voeabulary !
’ reports, etc. ¢
Sensjtivity - o . To people, reactions, events Interpersonal, communlcatlom, kinetics, T. !
. Writing , ' Stories, reports, analysis, notes, questions, directicns, Organization, conciseness, outlining, clarltv. spelling,
o . _ comments grammar, vocabulary, creativeness, .
® Listening ' - o To interview, facts, ideas, proposals, news sources, politicians, C%centratlon, audltory discrimination; discerning
~ coe press related reps. . \ > important and Unimportant Information
Speaking” / *See announcing task - . érﬂculntlon, inflection, enuncistion, poise, awareness’
¥ . ‘ persuesich .
Talking . . , . | To sources, leads, tipsters, stringers, police, fire, politicians,
, press cplated reps. N .
Seeing — observing - . ’ Events, activity, reactions, things and objects, people . Dfmmlnatlon of events, activities, etc., accuracy, poite
A R ? ) » \
Q .
mic 46 | | . | . 7
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(TASK STATEMENT)

-

”

2 N

€)

E

Aruitoxt provided by ERic

RIC

TOOLS; EQUIPMENT, MATERIALS,

DEVELOP EDITORIALS (COMMENTARIES) .

a

A
-

V)

* )

-OBJECTS"ACTED UPON & ) STEPS SAFETY = HAZARD - T
Editoralist/cémmentator ’ - 1. Develop station editofial policy A Personal viglencelfrom irrate listener or affected individugl
Typewriter - R 2. Select subjéct for editorial or agency .
References/books/newspapers ) . 3. Research sybject * Loss of job or license ‘

Microphone “ 4, Write editorial draft Loss of license for station

ape recorder 5. Edit/rewrite , . o - - -
Clock 8. Record editorial — properly identified . e
Teléphone and directory , T . 7. Contact person/agency involved with subject matter — .
Writing méiterial . inform of subject, offer’equal timeflambuttal opportunity

! 8. Air. editorial or do live - . *

= 9. Wait for response/feedback if any - , |\ .
10. Edit rebuttal if necessary - ] '
. . 11, Air response/rebuttal-if requested within set time limit i
- . o .
. A i /
. “« . o ¢ N
2 " i
‘ z ' " ¢ . A fa
- : * Ny [} \ N e v
’:(:n - . - 4y N )
A \ N
" \
¥ DECISIONS \ .CUES o : ERRORS
4 a

1 o ¥

1. Determ‘ine overal! pollcy on eduonals

2. Decidé poslto\;on particular situation to be edltorla’lized
- .
Py se
3. Det yvhb;sbould be contdcted for equal time/iebuml
‘ ‘ e & '>

F
De&de it r%ﬁest for rebuml I? ivvarrantab:and Iogitlmateg, P

5. Decide if rebuttﬂ,nseds to be edited for grammar, é
profanity, libel, -slﬂ’nﬂer .
- E % .a ~ _’ o

Management positon, community needs ;/
\Smnon editorial policy, communlty needslfeeljngs

Who is |nvolved in or related to subject of edltonal
. 7
Relationship of requester to subject matter involvement

ﬁgbm;al has grammar errors, profamty, Ilbelous or
danderous elements .

L ! 2 ' r . . :
48 a* ™ ’
- - . :c\/- ' N e ﬁ- kel .
AT
,‘ o ‘o ‘o‘ ~ . .
0 . L4 H

Creating community resentment, los$ of Iistenet’an’d revenue

Editorial inconsistent with station policy, community

- alienation, loss of listeners, revenue, sponsor resentmaent.

Do not fulfill FCC rules on equal time requirement,
license could be in jeopardy

Inappropriate rebuttal, embarrassment for station and
rebuttor .

Lgss of license ¢ “ firing for airlng slander, libel, profanity,
law suits, weakeming issue 3

prets
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SCIENCE

/\\\, MATH — NUMBER SYSTEMS  ___

Political science applied to current events
« _Behaviorial science applieg to human interest

{include note — develop news programming task)

-

M - ‘ .

*Apply nhote to editorial concept

~ .
. . -

)

. * Overview of the sciences for broad background as it applues }o news gthenng subject matter

- N
» . ¥

\

~

Basic functiona! understanding onath principles relating to economics, units of
r

measurement, time, percentages. ;?

.
/

e

To interview, facts, ideas, proposals;” news source:, politiclan:
press relatedjréps.
*See Announcmg task

)

Fo wurce:, leads, tipsters, :tringers, polk:e fire, politlcians,

@ . s 2 R )
- - Q 4
. CQMMUNICATION§ N .
- — - o s N v % o eeka X ot -
/ PERFORMANCE MODES EXAMPLES SKILLS/CONCEPTS
Newsworthy material, newspapers, magazines, wire copy, - Word recognlgion,\;qcabuhry .
reports, etc, . . - :
‘@x . To people, reactions, events 4 nterpenonal fommunications. Kineticss T.A.
Stories, reports, analysis, notes, que:tions directions, Organiutlon, conciseness, outlln)g, clanty, spelling,
commepts grammar;“vocabulary, creativeness

Concentration, auditory discrimination, discerning”
important and unimportant information ”
Artlculatlor), inflection, enunciation, poin, awannm
perlua:lon

. Talking ‘-
- o press related reps. k.3 .
Seeing — observing N ‘ . Events, activity, reaction:, things, objects, pdople Dissemination of events, activities, etc,, accuracy, poise
LY [ -
Rt et NS Y
—" e et - f] ./ - [}
< - -
¢
ERIC——gp- - ~ ——
L v &
J . 1
i -~ o .
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Aruitoxt provided by Eic:

e

\ . .

PUBLIC AFFAIRS PROGRAMMING

1
2
3

Develop public service announcements (psé)
Develop public affairs programming
Evaluate public affairs programming (local,
syndicated, network) : >
Ascertain community needs )

3
.
«
-t
3
-
A
. 1
P .«
-
-
& .
/
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Aruitoxt provided by Eic:

DECISIONS

1. Determine who to.contact for PSA information

2. Decide if‘ request for PSA is valid (noncommercial, ln“

pubhc interest, legitimate) —~

3. Declde reclplem: of PSA tlme slou ‘

4, Dectue if PSA should be recorded by repreantatnve of
g'oupa involved

TLONA

53 ’-. | . /b‘ -

» S " JR— .........SM,,.,,, - e~ - . . o ~
- . < X . ,
N - o & N e eme g [ t
- ——’_‘ ) . " ) : !
(TASK STATEMENT) P_PUBLIC SERVICE ANNOUNCEMENTS (PSA)
TOOLS, EQUIPMENT, MATER!ALS ~
OBJECTS ACTED UPON . STEPS SAFETY — HAZARD
’ . S
Writer — producer 1. Empond to contact for PSA from community agency, None - . _
Typewritar/pencils/psper hid group, atc. N ' .
Telephone/directory 2, Select particulsr subject mater for PSA — if station -
Materials ~ information from public service agencies, or agency initiated Co . . -
community, civic, religious, service organintions. . 3. Gather necessary infarmation — research - d:-»: P o
Listing of public service groups, mwp etf 4. Write PSA (not otherwise prewritten) - . s
Announcer “ 5. Get PSA spproved by agency if material not originally : .
Recording equipment . sent in . ) N P
Production studio 6. Produce spot (with voice(s), music, sound effects, etc. See
Music for backgroupd — recorded announcing task, same with pre-written PSA)
7. Request air time from program director and traffic (same "&_ e .
. applies for pre-produced PSA’s distributed by ogenciu) s
8. Air PSA's . , [ .
v ‘Qk L4 b. ) '
L] l ’ : =
A . . ' - . xS
- - . v - ;
- , * ’, » » !
- . . '
L3 L 3 3
E ‘ [ -~
* . - . e 7/

, What is subject matter —

CUES .
which agency, group, person is
involved?

Is it in public Interest, non-prom legal, coming from

resl community gfoup?

llmiud PSA avallabillty, valid. requests, timeliness and
Kcope of anhouncement

Is representative recordlng relevent? ls reprmnunive
competent?

. .

) Mislnformation, erroneous PSA, inefficiency

PSA will be false, in errox, ba:ed on lllegal or

commercial ventures, dealing with groups generally not
in keeping with audience. make up, taste, needs. .
Too meny spots for time slots, inydlid PSA’s

Unnecessary or unprofessional recording job

~

- v
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(TASK STATEMENT)  DEVELOP PUBLIC SERVICE ANNOUNCEMENT (PSA)

O

ERIC.

Aruitoxt provided by Eic:

< 4
. . 1 ’
. <
. SCIENCE MATH — NUMBER SYSTEMS
Behaviorial science applied to human interest Basic time measurement s o~
Interest communication Basic counting
Psychology applied to persuasion and interest .
« Generation . . . ' ° - .
% ’ o .
- .
. [
< . ' . , .
. . Y | \ .
2 : -
. . u ,
- LA »
COMMUNICATIONS . .
t ) 4
PERFORMANCE MODES . "EXAMPLES SKILLS/CONCEPTS .
. : - , - ’ —_— .
Reading ) Copy/continuit‘y, letters, news releases, {act sheets Word recognition, vocabulary | -
. N . R
Writing Copy/conintuity, letters, memos, commants, reports. - Organization, creativity, conciseness, spelting, clarity,
. - . grammar, vocabulary - ‘
Listenin Facts, ideas, proposals, sources, press corps, politicians Concentration, auditory discrimination, discerning important
. N and unimportant infdrmation -

Speaking® . *See Announcing Task
'l:a!king - Sources, leads, police, fire, press corps Articulation, inflection, enunciation, persuasion, poise

K

4
L
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. o N ) . . L 4
- k]
(TASK STATEMENT) DEVELOP PUBLIC AFFAIRS PROGRAMMING ‘
TOOLS, EQUIPMENT, MATERIALS, ‘. ,
OBJECTS ACTED UPON STEPS : SAFETY — HAZARD .
Writer Y i 1. Establish need for public affairs program {(whethex Safety ~ none .
' Director - community or station generated) . ’ B
Typewriter/writing materigls 2.~ Contact group or agency involved and arrange meeting
., Telephone/directory 3. At meeting, brainstorm for ideas, format details — gather , =
“Reference materials — list of local community agencies and’ resource materials. - . . ,
groups; bolitical, education I, service organizations, survey 4. Organize material into unblc units for individual programs. {
results on community needs; contact list of key people; 5. Write scripts and determine participants and elements ’
. filed ascertainment material; advisory committee in 6. Make arrangements w/participants for production . N
’ community for idea and need generation 7. Request studio time and production needs .
- Announcer . 8. a. Develop actualities if needed®*®*
Recording studio b. Produce program w/participants® -
Production equipment . {if taped, steps 9, 10, and 11)°**
Background music — recorded 9, Listen to program and crﬁoqug w/participants .
10. Redo if necessary ! ,—
* 11. Request air date and time S

L

: ‘ DECISIONS i
1. Determine if valid need exists for public affairs program
4
2. .Determine appropriate group/indivigua’ljto contact
3. Decide on spécific content ideas_for program(s) o '
4. Determine if producted program is effective, interesting and
'good reflection on station and participants

7
5. Dectdd which groups to actively participate with as
stati‘on or individuals

B kO
 ERICG;

IR gy

.

12 Air program o
*Note: For actual production of public’ affairs program,
refer to “Duty - announcer; task - host local program-talk
intarview type” for dotaitand information,
**Note: If live, steps 9-10-17-12 are not applicable *\
***Note: Include actualities in production- if needed

, CUES

ERRORS
Bad PR, wasting production and air time on ummportant
¢ subjectd. -
Inefficiency; wasted tjf

-~

.

Community needs; station commitment validity of proposal

v

Subjeet matter of proposal; contacts/agency list

e

é)duced program
Suggestions of group; areas of high interest or-riced: timeliness

. J/ K
Relative quality, prodﬁciion and performance errors, interest
level; comparison to station standards and previous program.

Program produced on weak or uninteresting idea; idea
too broad to be effective or t00 narrow to be interesting

¥
Program could Be ineffective; could create bad PR for

station or group, sloppy
/ ?&

Noeds, make up of groups; areas in which station repreunta-

tives could make significant cQt{but.:ms

¢
\

Poor community PR and goodwill

~
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. ?
- T(TASK STATEMENT) DEVELOP PUBLIC AFFAIRS PROGRAMMING p -
. . > Y ;
! SCIENCE ¢ MATH — NUMBER SYSTEMS T
. ’ - o
) H
Bahaviorial scignce applied to human interest . Basic time measurement !
Psycholody apflied to persuasion and interest generation Basic counting
b Basic natural and physical science concepts relating to specific pogram content
. Interpersonal communication . N
! ‘ LN [§
’ A
. . ) I's - \
\ [
<, . »\
F o v e
©
v - /_//
. oy A\ ®
Id
- ¢
’ .
. ‘ * , S
’ v COMMUNICATIONS . :
/ ’ -
.. PERFORMANCE MODES . . , . EXAMPLES . - SKILLS/CONCEPTS -
” ; * . . - 3 Ly - .
- Rea’%ﬁ'ng . : - Scripts/copy, letters, notes, news releases. surveys, fact sheefs Word recognition, vocabulary . .
Writing 7 Copy/continuity, letters, memos,” comments, n}ports,-scripts N i Organization, creativity, speiling, conciseness, clarity,
- . ' ' » . . grammar, vocabulary
© Listening . ‘ . Facts, ideas, proposals, sources 7 Cong:entration, auditow discrimination, disce: ning
L o ’ . important and unimpoAant details
Speaking® **See Announcing Task : . . A
. . \
Talking N Sources, contacts, groups, community leadérs, Articulation, inflection, poise, dyr.namics, enunciation,
! ; . persuasion, enthusiasm
¢ ' . v - \ ~
. . , [ ~
’ ] A}
1} * . ¢ « ! o~ .
P - R T . e, O '
. . v v < * ‘ -
. ~ . . - s N
& 199 . : 60, -
ERIC '/ ya - N
RS i ‘e . j
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(TASK STATEMENT) EVALUATE PUBLIC AFFAIRS PROGRAMMING® (LOCAL, SYNDICATED; NETWORK)

TOOLS, EQUIPMENT, MATERIALS,
OBJECTS ACTED UPON

\

Director

Telephone/directory

Reference materials'— catalogues of available programs,
listing of current local programs, survey results on commun-
ity needs, ascertainment materials ) '

Advisory committee in community

Tape and record players -

Program materials — local and syndicated, network

E

Q

RIC

Aruitoxt provided by Eic:

. ‘DECISIONS

I3

- Determine total on-air public affairs time commitment

-

.

e

~2. etermine need priority for air time commitment - .

3. Deétermine quaiity and effectiveness of existing localprogram

»
4. Decide if alternative programs available wou'!d more

effectively satisfy needs

61 - -

- STEPS . SAFETY — HAZARD .
1. Establish total on air public affairs time commitment ‘None .
2. Breakdown cdmmitment into various areas, types, needs . ‘
e —
of subject matter 2
3. Examine local output in each area of commitment /
4. Evaluate effectiveness of easch current local program in ' -
serving existing needs — utilize committee g -7 L™
5. Evaluate other available programs (syndicated and network) -
for each area to fill void. . ¥ - M
* Select new or replacement program types to be locally R ,
produced or acquired. . -
7. Produce new local programs* N ’ .
8. Acquiré and schedule new programs
*Note: See\a:k No. 2, Public Affairs
° . ‘4 LY ~ L3 ’
. N N4
N o
. . . \ i
. - , N
» * :
/

. CUES '
‘ '
Mesg . . - .
Community nbeds < ascertainment, license commitment,
management decisions - - ‘

o
Community heeds — ascertainment, current civic, projects

Y
General standards for/rogran'\ming axd production; commun-
ity response, content ‘eMmination

Comprehensive listing of avaj/sble programs = in each area,
objective analysis of_ availabilities

ERRORS
Failure to satisfy community needs, license challenge and
renewal | v .
Failmﬂ"wtisfy community needs, license challenge and
renewal, inappropriate balance in programming
Public affairs — programs could be weak, poorly done,
ineffective. . .

_Ineffective public affairs programming

' 13 -

Y

o
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A Fut et provided by eric
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no.
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o
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' .- S . — L « . :
{TASK STATEMENT) EVALUATE PUBLIC-AFFAIRS PROGRAMMING (LOCAL, SYNDICATED, NETWORK)
- N . ) , P -
. SCIENCE MATH ~ NUMBER-SYSTEMS e
. L .
1 . 9
Behaviorial science applied to human interest ~ Basic time* measurement -
Psychology applied to persuasion and interst generation Basic counting ’ *
Basic natural and physical science concepts relating to specific program content .
. Interpérsonal communication . . .
B ’ ” i{ .o T ) !
(Y - ~ ¢
. B
. ‘ A .
* . L 4
: "
L
R ) _{ , ‘ "
[ R .
. COMMUNICATIONS
< PERFORMANCE MODES ° 'EXAMPLES SKILLS/CONCEPTS
ad— S ——————————
Reading & < Scrip§s/copy, letters, notes, news releases, surveys, fact sheets Word recognition, vocgbulary' R H
N\ Writing Copy/continuity, letters, memos, comments, reports, scripts Organization, creativity, spellfng, conciseness, clarity,
. £ ) ’ grammar, vocabulary ’
Listening Facts,.ideas, proposals, sources Concentration, auditogy discrimination, discerning
* . . . important and unimportant details & ]
/ Speaking* . *See Announcing Task ’ ) . ’ !
~ . .
Talking . - Sources, contacts, groups, community leaders - Amculation, inflection, poise, dynamics, enunciation,

persuasion, enthusiasm




. . ¥
| ‘ ! \;’ \‘—\—a—\
. (TASK STATEMENT) AQSCERTAIN COMMUNITY NEEDS o
TOOLS, EQUIPMENT \MATERIALS, v _
OBJECTS ACTED UPON ' #sTeps . . -

SAFETY — HAZARD

Cwic leaders

Community members .
Public affawrs director
Station,managment

Legal council
L4
Sugveys ° .
' Broadcast engineer or consultant ~ 1
Phones -, 3
Telephone directory *

Reference material — survey r_esults compilation, previous
ascertainment, FCC guidelines, community group histing,
local ordinances

N
_Volunteers or patd part-time employees to conduct survey
<+

- ’
. . .
. & .
. . . .
. - v
. s ) «
* [
.
. . N
-
. ¢
- DECISIONS
. . . - - a
‘ 1° Determine community representatives
K 5
. 0
2. Decide syrvey format ¥nd distribution R

3. /Qetermine if results indicate need f!;r improvement
4. Decide prgrammihg to remedy deﬁcienéles

. \
~

o
L)

- -«
Q ‘ .o . .
ERIC -
o B . .
-
D =
— — 4 — —

-

1. Stationt manager,"pubhc aftawrs dlrector', program director,

* to organize plan for ascertainment strategy. -

2. Select community representatives. i .

3. Develop survey format — dlstributg LR :

4. Consult with each representative regarding community
needs and station performancé over last renewal‘_ period -
us ; 4

5. Compile-results of surveys and.consultations

6. ‘Analyze results ' ¢ -

7. Wnite report ‘

8. Submut to FCC with renewal applucatnoh - .

9. If &eﬁcnenmes‘ &xist in & community service programmings
refer to task statement No. 2, public affair¥ programs

~

FCC guidelines, make up of community and suze‘. sample
selection - - . . .
FCC iu/iyelines, community needs, random sample

*
Statistics and comments ~ -

-

Survey results agd analys'is , .

PR

N ’

-

Travel accidents ep route

Fatigue/u]cers . .
Loss of licen

- s icense .,

~ / \

< : o o

, * ERRORS

- ’

N ’

Nonrepresentative group. ineffective ascertainment

®
-

Poor survey, ineffective survey, inaccurate reult

oy

Inaccurate analysis and report ©

Future difficulties with subseguent tenewat or challenges
; N Y
'Y . N <
-~ 66
S — -
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¢ N . " - “ »‘},‘
(TASK STATEMENT) ASCERTAIN COMMUNITY NEEDS - g )
. - < : , A : ) . . PR )
- > . . R
( , i . .
. SCIENCE . (K_' _ MATH — NUMBER SYSTEMS )
O I s N - - R ! b
Behaviorial science, paiitical science, sociology-psychology, interpersonal communication, " Techniques of statistics — statisticai analysis; counting, sampling techniques;
intercultural communication — relating to understanding socio-economic-political make up .extra'pq_la‘tion - Interpolation; percentages; error factor; accuracy; ordering of numibers,
of community to indicate public service/affairs programming, relating to developing ‘ recording of numbers R ) . .
consistent surveying techniques and content, relating to dealing with people'in determining . .
success of programfhing efforts. Ve . .
- - :‘ - ’ . N . ¢ [l
—~— o - .
. s »
‘ . . . -~ ) -
. - t . ) ~ ‘
- (t - - i
. . |
. ' ¢ - . . |
- &. € . -
. ' . : - {
e . v . . . ,
By . ’ . ~
- + - * Y. . . N ’
Y, ¥ i - . N . . -0 ok
. { . -
- . yr’ 4 “ ¢ -~ % N . . - A - L
. - COMMUNICATIONS R .
. PERFORMANCE MODES, .. EXAMPLES’ SKILLS/CONCEPTS
-~ . . ”‘ Y .
Talking , . , Community membars,-civic leaders, legal council, broadcast Lingulistics, articulation, enunciation, poise, persuastion
consultant/engineer, FCC, volunteers, college people, station *
® personnel oo . . . . : -
. . . -
Reading  ~* Reports, analysis, surveys, analysis, FRC rulegy and regulations Word disenﬁnination,«»‘:oqabulary, word recogaition
. . guidelines, fact sheets . . comprehension ’ wee
y - : y . . . . . —— b
Writing Reports, analysis, surveys, analysis, ascertainment papers, Organization, creativity, spelling, conciseness, clarity,
letters, memos, comments ’ gremmar, vocabulary, logic
H . w? L .
Listening “Facts, ideas, proposals, community sources, Auditery discrimination, toncentration, discerning
. ) R . . . importent and unlmporta%; ideas .
Sensitivity ’ ‘People™ ' ¢ T <y Kinetics s . -
. ’ N R . ) -, ’
- . : - -
o 67 ’ o . ce 68 .
B ) Y .
« ERIC : : . -
- ; : . r e
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Duty E CONTINUITY T

—~. . , ) .

1 Develop commercial matter

2 Develop original local programming

) . , . “(non-news, public affairs, public service)
. — (] & ‘ ,
. e B N
. - e . L3 & ®
3 ) .
2 s L o -
: * )
-
»
i o
L}
’
L

i ¥

| ( . o 69
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ERIC

Aruitoxt provided by Eic:

(TASK STATEMENT)

DEVELOP COMMERCIAL MATTER -

TOOLS, EQUIPMENT, MATERIALS,
OBJECTS ACTED UPON

'/ STEPS.

SAFETY — HAZARD °
B

4. Decide on voicels) Tl

5. Determing whether to redo spot (or-rewrite)

.

Typewriter/writing materials
Copy writer
Chent/agency account exec.
Salesperson

o

. References — dictionary, thesaurus, style manuat

Product information — specs.

Pencit -
Paper g N .
Product magazines/brochures B
Trade magazines
.
4y
{
R
sy . .y TR
- ’
~ ) * /,
a
L N

DECISIONS -

o . s 2tk BTy SN
1 Determine nedds for campaagn arﬁ'?ébmmercnal

-
‘

a ‘ -
2. Decide on target, reach, Impression. approach for spot ¢

3. Determine most effecuve 1dea ‘and audio element
comphment . «

'

g0 Gl LTen

1. Meet with client and/or agenoy account exec. and/or
salesperson’ to determine needs for specific commercial -
and campaign

. Establish target and impression, scope, approach for
canpaigh and spot

N

3. Brasistorm for ideas and audio elements
N . .
4. Select most effective 1deas to satisfy needs
5. Write spot ) .t
6. Select voicels) ’ )
7. Produce audio elements . - .
8. Master — record spot . .
9 Preview for chient,’agency, sales department &
10. Redo if necessary
11. Air %ot according to air ume éontract. °  °
e e ,'53:;,
A
o . ' )
~ . o~
2 ; .
. .
© < € .
CUES .
e e . i i

Client’ sbusiness Situstion; market mformatlon competition;
nature of Product

Intended audience/market; product sales features wﬂ)etmon
client’s business situation

Intended audience/market; product sales features, competition,

chem s busingss snuauon °
VLo -

Needs of spot; what works with mtended audience; available
talent; budget for fee
Reaction of sales department ‘and/or agency and/or client

. o f ‘

L b 0/ -

-
. .

ba

&
¥

1

None

_ERRORS -

ane - : ne
Spot may not help cllent sell product or service; spot may
be Ineffective . * ° .

“ Spot may not help chient sell product or service; spot may,
be ineffective; Spot could be clever but ineffe:tive; spot-
could hit wrong apdience

Spot. may not help client sel! product or service; spot may
be tneffective; spot ould be clever but ineffective; spot
could hit wrong audince
"Wrong ar ineffective

Chent dussausfecuon po
loss of revenue

2




(TASK STATEMENT) DEVELOP COMMERCIAL MATTER

Behavioyal science applied to the human condition

Interper: I communication - .
Maturity/sgphistication
.

Writing scidnce (art of word weaving) R

SCIENCE . . MATH — NUMBER SYSTEMS :
1 - % —
. 5
Psychology as 1t is applied to audience need and persuasion and entertatnment None ’ -
ogy as it s apphed to Auman wants and needs (undersxandmg of) -

3

COMMUNICATIONS

4 Sy

Reading
Talkm‘g'
. . " . - -

Writing

Listeping ’ Ly
Py .
. Q .
Seeing — observing . . .

Sensiuv;ty e

PN

EXAMPLES .

Al literary works, magazines, newspapers copy/continuity,

scripts, brochures, product. specs., etc. ¢ <
Other copywriters, management, product people, busmess
people, store owners

Copylconnnulty, script material, ideas, cOncepts aenalysis of |

campaign - -

| deas, concepts, other creative staff,.product people, business

peopfe store owners, management, reps, promonona! dlrector, important and\ugimpor‘mm information o
program director . g N
Events, happemngs, peopte places, thmgs concepts copy/ Kinetics, accuracy, poite, awareness ) . 2.
. -
cominulty . - N " - . ’
The world . Interpersonal communication, kinetics, T.A.- ..
AN . . ®

. SKILLS/CONCEPTS .

-

Worg:i recognition, punctuaton-disorimination, vocabulary
] ) ) ) .

Articulation, enunciation, poise, awareness, persuasion

i3 o~

Organization, conciseness, outlining clarity, spelling,
épe!ling grammar, vocabulary, creativity
Concentration, auditory discrimination, discérning

.o»

° . > :

s " 73
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(TASK STATEMENT)

TOOLS, EQUIPMENT, MATERIALS, -

.

s

DEVELOP ORIGINAL 4 OCAL PROGRAMMING (NON—NEWS, PUBLIC AFFAIRS, PUBLIC SERVICE)

~ ¢ -

ERIC

Aruitoxt provided by Eric

P » . % . .
OBJECTS ACTED UPON -~ STEPS SAFETY — HAZARD
LY - - i,—
, . - [
Typewritgr/wrmng materials , ‘ 1. Meet with program director (and possibly sales manager) None .
Refergnces to examine local programming. '
Phone/directory 2. Specify needs for new local programs
Continuity writer- N 3. Brainstorm on ideas and formats for filling needs .
Program director 4. Select most effective, interesting and salable ideas ‘ ) ’
Program log . - 5. Generate formatfnd outline specific programs . [N
Sales director - 6. Write program - &
7. Determine audio elements -
) . 8. Produce elements ¥ .
« 9. Master program (if taped)
10. Review w/program director s,
N 11. Modify or improve iffnecemry
12. Arr program (or do live) .
13. Evaluate . i

: . N

.é:". , ot » r - ’

3 .- -

N h . ’
~ v 4 o
N DECISIONS  CUES ERRORS -
' - 4 * : ’

1 Decide if need exists for new focal program

AN

.
2. Determine best idea for format, content, audio elements

?

3. Determine’audio elements

!\

- £ .
4. Decide if program is satisfactory.

6. Decide f program s effective .

.

. R .
Audience needs, prpgramming content, salability, access to
subject matter, progrém .director decision' .

-

Program needs, audience

Program needs, audience

Station standards: good judgement

»

Audiencg reaction and response, sales department reaction,
functionyn total programming concept )

:‘Mo/asted time and effort; ineffective programming addlti’on,“

loss of listeners and revenue

Ineffective solution of program needs; wasted time and i
effort, ingffective programming addition, Joss of listeners
and revenue B
Wasted time and effort, ineffective. progra'mming addition,
loss of listeriers and revenue .

Poor program,-sloppy image . <

.
Wasted time and effort, ineffective programming addition,

loss g listeners and revenue » 7
- : - 75
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(TASK STATEMENT) DEVELOP ORIGINAL LOCAL PROGRAMMING (NON-NEWS, PUBLIC AFFAIRS PUBLIC SERVICE)

9
SCIENCE - " MATH - NUMBER SYSTEMS
~ -
R r‘
\ -~
Psychology as i1t is applied to audience noed and persuasion and entertainment None !
-Sociology as & 1s applhied to human wants and needs (undemandmg of) f . .
“Behaviorial science applied t6 the human condition . ; . L \ "
Interpersonal communication - - "4 .
Maturity/sophistication ' I
Writing sctence (art of word weaving) .
. . T ' v
.J. . T : e -
N . ¢ - LI ,
. -
’ & ’. ’ | ’ < - o
. . e L % »
4 '
3
s - ’ »
e . A .
Q L
* “ . ‘ °
-— . » N
- % -~ .
R X g - ; - - -
£ . . - - .- [ - . - - - e - - . -~ R R * [-
y - . COMMUNICATIONS ) * )
v I3 . - ‘
- -
PERFORMANCE, MODES EXAMPLES " SKILLS/CONCEPTS
. . ! "'\ ) ° M . ) >
Reading . , All literary works, magazines, newspapers, copy/continuity, /W&d fecognition, punctuation discrimination, vocabula
. _— scripts, brochures, product specs,, etc. . . . ‘
Talking Ve , Qther copywriters, management product people, business Articulation, enunciation, poise, awarengss, persuasion
T e i .people, store owners ~ R
Writing ' . Copy/continuity, script material, ideas, concepts, analy#s of o',ganmﬁon‘ conciseness, outlining, clarity, spefling,
. , candpaign spelling grammar, vocabulary, creativity
. Liftening " - - ldeas, concepts other creative staff, product pgople, business . - ’ A
. ] NN people, store owners, management, reps, promotional director, Concentration, audifory discrimination, discerning
I ‘ program dlrectoar . , . important and unimportant information - .
| Seeing — observing . L., Events, happenirigs, pegple, places, things, concepts, copy/ Kinetics, accuracy, poise, awareness
| Sensitivity - contlnuity ) . y : I :
1 had! v > The world - : JAnterpersonal, communication, kinstics, T.A,
\ d \~ ' .
‘ . - I« . 4 : * .. .
f» ) - .
Eﬂc 76 : ¢ . . A " ’.‘:"1 ‘ . 77 . N -
N 2 - . - - = : * ]
. £ - a1 .~ .




P e .
MUSIC PROGRAMMING

1 Generate play list
- ' 2 Maintain music library
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(TASK STATEMENT) GENERATE PLAY LIST

&

ERIC

Aruitoxt provided by Eic:

TdOLS, EQUIPMENT, MATERIALS,

OBJECTS ACTED UPON

STEPS

% — -

SAFETY — HAZARD

Typewnriter/writing materials
Music director
Program director
References: rec

distributor contact list
Local record store sales lists

“ e

DECISIONS

1. Determine music format and programming

2. Decide on methodls) for determining play list

3~Determine “airability” of partlcular' record
&

4. Decide if ptay list and rotation is effective *
»

ES

listings — charts, “Bdlboard,” “Variety,”
“Broadcastingds ““‘R-TV Age,” (trade publications) record

. ”,

. Meet with program director to determine or review, music
. format and programming A
2. Select method(s) for determining play list or music 7otat)on
a. Meet with record stord sales peopie to find but what is
selling .
3. Continually examine music references to decide “airability’’
of particular music
4, Write play" list/music rotation
/g. Obtain needed music ghoices
6. Pull daily music needs ~
7. Keep record of play list . :
8. Evaluate music format . -
Note: Music format and policy will vary and effect role of
music director. Some stdtions have tight play ljsts determined
by record sales and air time; fome are more-réquest oriented;
some.are based on DJ choices. Combination or various
methods exist for different day parts or shows.

v

CUES

License commitmént, aud'\ence negds, competi&ion, budget
Availability of record sales information, trade publication
distings, talent and style of air personality, programming
concepts, audience response to request, sales reaction
Popuylarity, relationship to format, audience request

- 3
Audience reaction, ratings, programming department reaction

N

None «

' ERRORS « |

Ineffective, unpopular music programming, loss of audience
and revenue . ’

Ineffective, unpopulér music programmng, loss of audience
an8 revenue -

Music inconsistent with programming format, ineffective,
unpopular music programming, loss of audience and revenue
Ineffective, unpopular weusic programming,loss of audiepce'

gnd revenue . ~ .
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‘ (TASK STATEMENT) GENERATE PLAY LIST i . . : i
. - i 2
A h sb{;uﬁg MATH — NUMBER SYSTEMS
. . N *
Y »
Writing science ‘ - Basic counting ' ) B .
Interpersonal communication . Statistical an?lysls
. Behaviorial sciences as appited to human need Basic probability skills ’
M Psychology as it 1s apphied o0 audience need - .
3 ‘ . .ot
. . 4 ! - - - ' ‘
- l ’ ' - .
L) . -~ 8 ¢ ! s .
€ 4 .
~ ¢ . ’ - 2 N ) * . a ’ * +
o - ~. ) - . -~ .
v v F 4 v
. - ~ . ' i N ’ . o A <
. . . \ . \ ~ b . - o> .
. - -, / . - +
! o [N ‘\'u‘ﬂ' - 4 ~ R % *
! : .
. -t L - - e :
i - | s ol 9
= \ } a R 8 “ - . . .
’ \" - COMMUNICATIONS : .
] N ~ 3 v Qo - - ’
e \ . - — ;
A o | ‘ ' 4 - N \k
. PERFORMANCE MODES . EXAMPLES SKILLS/CONCEPTS -
Redding ~ .% [ Play hsts, ir:wde magazines, {Bitlbuard, Broadcasting) record Word recognition, punctuation discrimmsticn, vocabulary
. ! K store sales hists v i ,
_Talking i . ) _ Record store mnag@mm;rgps. distributoers, audtenc Articulatign, enunciation, poise, awareness, persuasion
- Co . i . tamples, promotional people . .
Writing - b J_ Play‘ 1its, analysis, sirveys, memos, comments,.notes Qrganization, conciseness, clanity, 4pelling, grammar,
» N ' , . . , vocabulary N
- 1 Listening . : . , Ideas, proposals, audience feedback, promo people, reps, . Concentration, auditory discrimination, discerning
) ’ ' record store management sales staff - - important and unimportant information
- . . i . ’ . = - . - . . ~ , .
* Seeing — observing »  People, reaction to ideas, objects, copy/continuity Kinetics, accuracy, poise, awareness &y
. ) * . ‘, ‘
* * R " * 3 -
N . . t -~ * - .
. , . . 82
t- ’ . - -
Q 8 . e,
— ‘ - ‘ . ”, h <
ERIC 1 | L ) .
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(TASK STATEMENT)  MAINTAIN MUSIC LIBRARY :
L.
) . ‘ <
- TOOLS, EQUIPMENT, MATERIALS, ) . ' ;- ‘
OBJECTS ACTED UPON . STEPS ., - . SAFETY — HAZARD -
0 * 0 - . . .
: L * .. ’ . '&J
_Typewriter/writing materials . - 1. Recelve records from distributor X . None- . - Lo
Play list . ‘2. Fill out filg card s ’ . C
Storack .o . . P . - ’
torage areas . . 3. Code-record/tape - x
Records/carts/tapes - : 4. Have record dubbed on cart if necessary - N .
Coding system -5, Store record/cart - Coe .
Filing system 6. Pull daily music needs (if necessary) o C .. .o
Record catalogues - 7. File previous day's records . * - C e
Record distribytor contact list ¢ 8. Order new releases as called for . e ‘ -
Music hibrarian Yy 8. Periodically clean out unused records or erase carts’ - . P
Labels (donate old records) & s - . , .o ’
v & ! 10. Update filing system T , - ‘
f . o 4 R
S “ - -t ‘e N . .
. . T - - ’ > n o‘ /
- - . °
» -4 » - .
. * R o ~ ‘ .
N ¢ . 2 ' . K '
. . . ) $ « ﬁ . ® y N ’
. 3 R \ o -
- N ; - : . N : H :
N A .t ' ' s
4 PN N U J
e A} '] : . A’ N ) . . N
- DECISIONS . . ' ‘QJ_LS . . . ERRO ‘
. H . : . - ) )
1. Determine workable filiig/coding system Neged for gmooth, efhc’ént gperation, scope of rhusic Iabrary, Inefficient filing andator’age of records/tapes/carts
- 4 - fnusic programming and:format . , - . .
' P - - - ? . . ' e ' ' ~
2 Decide which recmds‘\xf dub on cart + Popularity of record, station policy, availability of cards ¥ Inefficiency R
N3 Determine which records' should be.ehminated N Station policy, aveilability of storage and® filing, air use of 'lnefﬁci\e)nt filing and stofage of records/tapes/carts, run .
. T . N record, format change out of space R '
. ' . : . L -f . ’ 4 ‘' - ‘: . )
.t v ’ o st ™ A . .
’
- ‘. e R . -y . 8‘4
: » ‘ " ) , : .
. 1 ) » * “‘ ] ., ‘ -
8 3 ) ® \’ \ , > N © -
- . s o v . . * ¢ )
- 4 - ' o
K[iC" > t ! : 4 ' 4 .

E
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(TASK STATEMENT)  MAINTAIN-MUSIC LIBRARY . “ e
5 T = "
- ’ N y ~ /" N . .
SCIENCE N : 7’ MATH — NUMBER SYSTEMS .
= e - . h . .
3 /S, .
& v - » . ’
None 4 Basic ‘counting skills oL, ®
‘ Indexing skills ,
: , . ~ Coding skills ) . v
;_/7\_ * Basic number systems Vv,
" Ordering skills v ,
P ~ . ' . -
“u ° N v
. \ M « v .
. - . » , K ¢ R .
¢ X
"L . N Y, s - ‘ : . . r s N
. . » . - \K .t ’ ) EY /
¢ . * v - 5 R
. . > |} > R P 4‘
bl | .o -
‘\ . “ ( T \ ' . L 3 *
. | N ‘ ‘ -
i M i - < . e ¢
. ° . [ N ) N N -
- , S
L . ] L ,
: - ", \ o COMMUNICATIONS - I
- — — - i —— — : g
: PERFORMANCE/ M‘DES* : . . \ . EXAMPLES SKILLS/CONCEPTS
. ' \ ‘ o ! ‘ ™ t h ' : - v ' ) ¢ Y
R . . . ) l ) o . oo /
Reading " ) + Record covers, letter correspondencg. hleis‘ystems, memos, Word recogpition, punctuatiop discrimination, vacabulary
d ~ . : mventq‘ry' fists, program logs if necessary ' . N o
Talking . ' Media reps, promo people, personality staff, audience Arti;:ﬁla\ion,% unciation, poise, awareness, pessuasion
Fd . - N . ~ . - <
Y 4 ‘“@'mng T ' 3 vt . Play hsts, correspondence, file sheets, 3rgani'zat:opal motedigl Organtzation, ¢encisenes, outlining, clarity, spelling,
. . ’ *  memos s 9 ’ spelling grammar, vocabulary, creativity -
stenin - Personajity staff, promo people, reps, audience . ’ i Concentration, auditory discrimination, discerning
.. jysteming ¥
) h . . . simportant and-unir‘\ponant infdrmation .
, - L PN - / X : .
, - N . \ - G ° n
p . » . - = / £ '
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; PRODUCTION OPERATIONS

B

1 Operation of production control room

for recorded orulive' material
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. (%ASK STATEMENT)

TOOLS, EQUIPMENT, MATERIALS,
OBJECTS ACTED UPON

’

-

OPERATE PRODUCTION CONTROL ROOM FOR RECORPED OR LIVE MATERIAL .

a , N ,

S
-

' .SAFETY — HAZARD

+ ERIC

\
P —

Production control room — board, mikes, carts, recorders,
turntables, clock, patch board,- patch cords,

Production room operator ‘

Scripts

Talent .

Aecorded music

Live musicians v

Tape Guests ' .

Splicing equipment

Telephone

3 second delay device R

On duty engineer, “marti” regiote unit

DECISIONS ~ o

1. Determine production needs far specific recording

assignment, mike chorces, recording equipment pracedures

A ?‘?
2. Decide which elements can and should be preproduced

3. Detgrming if ‘production s acceptable
L 4 - - - '

vf

- L .

&

- > L ’ »
' ,  STEPS

1, Study script, log, ‘n"eeds hst for specfjc progtam,'commer-
cial, etc. to0 be recorded.

2. Select appropriate recording equipment - mikes, procodure

3. Set up production room - > ;

4, Pre-produce any needed audio clements (recorded music
sound effects, etc.) . -~

5. Set levels® o '

6. Equalize levels : : .

7. Recogd (if necessary) '

8. Mix and dub as necessary®*® . .

9. Evaluate master tape . . t

107 Label master tape and file
Note*® — Steps 5-7 for remote productlon would be on
Iofation. .

- ’ Q ’
Note** - lf live, step—8 would result in final pfograﬁ
result (also ofmit dub if live — steps 9 angt 10) |

-

-t

. @
Needs of script, progrem, available equipment, standard operating
procedures, budget tlme Jimits .

" Needs' of scrlpt/program productlon availabilities, need for
efficiency, difficulty of task . « .
,Station smndards, gommon sense, program director's roactions,

>

time avallablé for '

4 ‘ s
\ : - . WA ,
~ , . ‘U‘ -s . hd t o
12 *
~ - - ‘ ’\.\
AN . 4
r - £
Ll -
e 3 .
» '\,
»
o ’ .
~ .
- v
. t Y

v
i

. Ietfective or inefficient production‘ techniques

Electric shock o ' y
L4
[
At )
* L
2 a L3 ’
‘ 4
’ 1
. ' W &
tr - v '
A o » -
. <
' - r . y
. .
ERRORS
> “
Ineffective or inefficiant production techniques
W . . .

b

-

Betew-lgvel productidf standards, loss of audience and |
revenue, dissatisfaGtion of program director



'(TASK STATEMENT)

" OPERATE PRODUCTION CONTROL ROOM FOR

-

RECORDED OR LIVE MATERIAL , . .

‘ - - . " -
o "SCIENCE b ' ‘ MATH — NUMBER SYSTEMS '
. ’ - ! : & N
Electronics asgapplied to equipment.operation > Bask cbunting skills “ * ’
Electrical engineeririg as applied to equipment operation & Basic meter reading -
* Sound and sound transference (nature of) ! Basic time measurement’ . . -
, - . S " " Basic¢ digital identification .
o » N
Y v ) ®
N A4 b ¢ " - ' . N - ‘
- - ‘ ¥ a -
s = - ER 5
. S o . . - N . ’
. SRR < . 4 ‘ ) . o
P 5 - ' o .
¥ 5 ; ! . . _ S . -
v N @ . v
. - s , "y -
x : e . > ' . . \
) ’ N B . ‘5‘ ;A ' “
- o .
N . . A . . - . . < . <*
h e 2 o . . . . . -
- B s » - s 7 - ¥ ' ’ » /
- . . "\( . - .y . . > r
% s - e 5 3‘ > . @ " N
E) Ry . S * 3
) - 2
3 e ?, - N N '3 t
. t % - . : e = . - _ e e
2 N ,“ -
. S R R VA c g COMMUNLCATIONS : R |
B e 3. L 7 ( o, S . ~ : —
. T - N 7 T R >, o
- ‘s > .
PERFQRMANCE MODES * %' - . EXAMPLES .. . SKILLS/CONCEPTS :
- F3 £ 9 > “a : ’
.0 o . B W e = ol @ . ’
‘ . Rea&mg i %ﬂ:»%rf N o ,?‘g o e . lnstruétloﬂ, a::np;,~ copyféontmufty, P td recegnition, puncuation discriminatiol), vocabutary
- . e R < .
. - 4 ~ 9% RN ‘ »
» A . L 9 b Y by Ao > 2 t . . M
Talking Tz e 4" : w1 o 1 Pmonmty, quem) oqm uﬁ" neermg staff mamgoment > Artlculgtion, enunciation, poise, amrenm,.pq’wnlon
LI, s v s A . o - R
. - A PI ? 3
g.}, Listening >, tq ° 5 ; 0 - NI “ | lnstrucgon, guem, managoment personahfy, dlrocaor Concentntlon auditory dncrlmlnatbn, dl:ceming .
v o C el \a- . ’ ﬁw ‘; .. . ¥, e R X T A Important and unimportant information R N
s ool o o w &: f': i 4. ‘ L (NS mv\’, o 1 ~ * + “ ~ . )
-7, Seoin v ohuervm TN T 1. ° | Personality, guest, director, reaction, -program progression Kinetlcs accurac , polu, awarenm. :
* g 9 L -7 © gu . Y. h
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' DutyH _ . - PROGRAM MANAGEMENT
_ 1 Supervise program production elements .
S 2 Program evaluation
| -
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(TASK STATEMENT). SUPERVISE PROGRAM PRODUCTION, ELEMENTS ' , oY :
= 4 . 7
TOOLS, EQUIPMENT, MATERIALS, K . ‘ . g ) '
OBJECTS ACTED UPON STEPS . E 2 SAFETY - HAZARD
—— - -
Program director , B t- RN [ Oversee produttion schedule based on time Sales None ,
Production staff st T 2. Develop production format/and direction for stationsThree ' . R
News director ' periodic meetings with department heads and/or manage- .
. Public affairs director . ‘ ., . ment staff - . ' . N .
Typewnriter/writing utensils R . 3. Schedule production time . ‘
Audience response surveys K [ 4. React to continuity geared for production . .
Needs report ’ ‘5. Oversee selection of audio elements geared for
) * Y . \v
Production studio production . TN .
Engineer/operator ‘ 6. Davelop policy for station time use by-other media; if ~ .
Mus:c director . . necessary - . ) * .t
N . ) * ¢ . i T * . - ’
- - R R ° , “ N ' > . .
‘ . - 3 J \ . ” o ¢ ! . - / -
¢ * - .
. . ‘a’ o :‘A ) .
R - i o .t
. . . ) - ’ ‘ '
- _, ) . Cer .
- ~ ot . - *
. DECISIONS. . CUES - ERRORS
. . . g a
a . .67 - . > ~ -
1. Determu?le production ?chedﬁle R ’ R Time sales, station popularity, program neet!s ‘Station cannot meet production needs, ineffectual
.o > ’ ' . : . . . broadcasting, loss of revenue -
2. Determine production format of station a/ Sales, program needs, community needs, public affairs Poor commercial image, loss of audie’nce/revenge, poor
. x commitment, license commitment I community relations .
3. Determine production direction of stgxtlc;n’ Seles, program needs, community needs, public aff8irs \ Poor commercial image, loss, of audience/revenue, poor
N ) commitment, license commitment . , community relations . . o
*4. Decide if continuity 13 usable for station needs Creativity, use of imagery/audio elements " Poor comrqércial .image, loss of sudience/revenue -
‘o . N - N - N B A ) . ¢ *" - '.
5. Determine policy for production room use by other media Requests from_other media/organizations for station Alignation of ,other roedia, poor image, uncoopérative
production room use ) * atmosphere . .
- . .* o - ). 94
93 - . iy ; L , ) .
- ' ’ o .- . ..
. . *, ¢ ‘ < *




. {TASK STATEMENT) SUPERVISE PROGRAM PRODUCTION ELEMENTS ™ ,
\ N ,
' ~ ] . .
° 3 SCIENCE . MATH — NUMBER SYSTEMS
i - * \ \ v "_
Bastc,_logic as it applies to philosophy of statl_dnk Basic statistical skills ' \
Interpersonal communication Basic time measurement
Psychology as it applies to persuasion and need® ©  Basic counting R
Saciology as it applies to group compatability - - e . -
Kinetics ¥ ‘ ‘ l .
1 Communicative science ad |t applles to verbal intercourse (group or otherwnse) %
A\d
\ L] *
) « ] ° A .
. 'S ' . \ .
‘ . ’ [ - Ad
\ F .
& 4 . i ’ ‘i’ 2 ’ - - -
; ! P - . > ?{ N ’ ~ . o
R ’ ' J / ¢ .o
?‘ i
. & ‘ N
7. .
15
3 ; . v 7 .
,COMMUNICATIONS : .
. &
. . . /,;.'
. PERFORMANCE MODES . . EXAMPLES ) SKILLS/CONCEPTS....— .
14 .
- ot - . ' , . -
* Reading - Scripts, copy/continuity, analysis, surveys, reports, memos, Word recognition, punctuation discrimination, voca}bulary
J : programming recommendations, Qew ideas . . »
. . 2
Talking Copywriters, script designers, program coordmators, network Articulation, enunciation, poise, awareness, pe‘rsuasion
' reps, syndacatlon people, StUdIO reps .
Writing . . Program recommendations, anaiysls, surveys, pollcy statements Vganlzatlon Wncusgness, outlining, clarity, spellmg,
. . ‘ speltling gramm‘dr vocabulary, creativity
Listening - Program recommendations, management, staff ideas\,'network Concentgatlon auditory discrimination, discerning
- = _reps, syndication people, studid reps important and unimportant information
Seeing — observing Staff activity, program production, studio operation Kinetics, accuracy, poise, awareness
L. . - . ’ i ' £
. Sensitivity %’ 1 Audience need, staff and_‘managgkgnt, recommendations, Interpersonal communication, kinetics, T.A.
I new‘ideas ’ L .
\) ‘ 95 . . . . - \ . N
ERIC , . ‘ .. 96
- : + : s




e ’
¢ _(TASK STATEMENT) PROGRAM EVALUATION , )
TOOLS, EQUIPMENT MATERIALS f ¢ K ‘ >
. OgECTS ACTED UPON . ~ * , STEPS . SAFETY — HAZARD '\
.\ 7 * - ‘ 4 ’ ‘ ! . 'T
/’ , Program director N 1. Ga\i:hegprogram analyses and rating data None ’ ! . -
£ 7R pProgram logs - 2. Analy program and rating data . i L
Department heads | ' . N 3. Eval te programming based on program and rating data L. ”
A Management statf 4. Exdmine alternative programming ~ local, syndicated or ,‘/ ) - . -
. Audience surveys e . network . \ ;
“ ‘I Ratings reports | . 5. Select alternative to existing programs . A . . .
! Program surveys feédback 6. Acquire those selected,syndicated or network programs \ . .
! - Pre-producagd/syndicated programs J- Initiate creative process by giving stamp of approval to - . “
. Network programming s 15cal programmg_ag ideas . “ "-' .
. Typewrniter/wirting utensils 8. Improve existing programming by making program of P
! Reports/rating changes i.e. adding new elements to exnstmg programming - . ? )
. ) / - - . v 9. Change entire fdrmat (after steps 1, 2, and 3 step 9might . .
I e R . apply) . . s i
/ Note* — Decision is not only P.D. — decision made by .
. RN " management team. - . ’ .
. Note** — May overlap: mto public affairs or news functions b ; ’ .
s . . or vice versa ’ " -
'éﬁ . .‘ - . . & ) . 1
’ ‘ - ) . o
. N , . e,
* - \ < M 4 . 5
r ’
A
. —_ -
’ T QECISIONS ) CUES . ERROR§
1, Determme if rating mformatnon is Accurate T w Sample size, gathering techniques, demé and psychographic§ Bad analysis, posslble program change that lsnt needed ¢

2 Decide which program alternatives would perform better
than existing programs

s . . «

1 3. Oetermine if locally produced programming would 'rqeet *
. r
\ - 9’ 2 ¢

>

needs of station ‘

\‘ 4, Qecide if exist,ing programs can be updated and/or

. modified
TP RS
! 5. Ascertain if entire format should be char}ged .
w ' .
8
\ to ]?
| J ‘ '
o .

'ERICom m— >
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How program does in other markets, nature of programming,
audience need, comparison of similar programming in same
market B
Nature and worth of idea, salability, audience reaction tp
pre-show, comparison of similar pfogramming in,same market

Make up of existing program,' compatibility to change,
indicated weaknesses

.

Overall ratings, audience response, sales

N .

Ineffective choice, audience loss,,ta4lure qf programming

lneffectlve idea waste of tlme and money, foss of
audlence and revenue ) '

!
Fajlure to improve programming, lbss of audience and
revenue, additional of basic format

- ' ]

Failure to SAVE A SINKI‘NG RADIO STATION




S (TASK'STAT‘EMEN,T) PROGRAM EVALUATION

- Seeing — observing

Sengitivity p '

rep$, syndication people, studio reps
Staff activity, .program production, studio operation ‘

Audience need, staff and management, recommendations,

' SCIENCE . MATH — NUMBE\R ?¥STEMS ~
—y—— = r { -~ ,v
Basic iogic as it applies to philosophy of &ation : ’ Basic statistical skills
Interpersonal communication Basic time measurement oo Y
Psychology as it applies to persuasion and need Basic counting ks * ..
° Sociology as it applies to group compatablhty N )
Kinetics . t E )
Communicative science as lt applies to verbal lntercoursg {group or* otherwise) . N )
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- PERFORMANCE MODES . EXAMPLES - SKILLS/CONCEPTS ',
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® . - v - ‘-\ . . , .
Reading Scripts, copy/continuity, analysis, surveys, reports, memos, Word recognition, punctuation’discrimlr{ation, vocabulafy*
programming recommendations; new ideas , ’
Talking Copywrlters, script deslgners program coordlnators, netwoirk ,Articulation, enum:'latiop, polso,.ﬁwgmness, persuasion
' - reps, synditation people, studio reps # .
Writing . . Program recommendations, analysis, surveys, policy statements | = Orgamzatl'on, conclseness, outlmlng, clarity, spelling,
: ¥ spelflng ;grammar, vocabulary:, creatwnty -
Listening : Program recommegdations, mandgement, staff ideas, network Concentration, audifory discrimination, discerning

_important and*unimportant information

! Kiﬁetlcs, eccyracy, poise, aw'arep’ess

lnterpersonal commumcatlon, klnetlcs T.A.
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PERSONNELMANAGEMENT

1 Evaluate performance of programming
personnel
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(TASK STATEMENT)

1E -

Aruntoxt provided by Eic

TOOLS, EQUIPMENT, MATERIALS,

./

EVALUATE' PERFORMANCE OF PROGRAMMING PERSONNEL

RIC

.. DECISIONS:

L 4
1. Decide on job performance requirement criteria

~2. 6etermine if employee is satisfactorify accomplishing task

3. Decide to promote, grant raise, pass

r place employee on
probation

» . .
4.»Determine to remove employee on propation

5. Determine most effective hew .employee candidate

102 ’

$*Note — Or have immediate supervisor train employee

Job descriptions, confracts, station policy, union agreements

. . ;
Job descriptions,\;ntracts', station policy,‘ union abree’ments
job performance requirements, avaluatidns of superiors, ratmgs
(for talent), community response
Job descnpugns, contracts, station policy, umonz’agreements,
job performance requirements, evaluations of superlors, ratings
(for talent}, community response .

Failure to improve or meet obiectives ‘

Job.criteria, candidates; credentlals, expernence, references,
interview reactions

OBJECTS ACTED UPON - L STEPS . SAFETY — HAZARD i
. , - o . , * & .
’Program director . T * . Consult fob descriptions, training manuals, station employee " Persoral violence from lrrate emp-oyees
Employee files and records policies, employee records,,contracts and agreements * Umon-management disputes - strlkes, loss of income
Contracts and ynion agreements (develop if necessdry) : . '
Station policies ™ 2) Establish criteria for job performance © . o B \\
Job descriptions H 3. Meet with each eniployee periodically to rev*w progress o'
Training manuals ) . T . 4. Evaluate performance -
" Placement service information - 6. Promote or give raises where needed
Trade publication classified ad sections 6. Place"'leffective personnel on probation +
Applicant information 5 7. Suggest improvements, set up objectives — where needed e ’
Source list for'colleges, training schools’ 8. If no improvement, discharge employee or fail to renew :
Ratings for personalities ¢ ) ) contract . a ; ’
=, , 9. *Advertise openings ’ ,
- 10. Consult applicant files / N .
. : - 17, Interview prospective replacements ) ( ° ’ .
~N 12. Hire best candidate L .
. ‘ / 13. Orient new em‘{royee to job )
._ 14. **Train in specific duties . ’ . . ‘.
. *Note — In instances where an employee quns, begin process _ '
’ - 5 at step 9 N - ) .

ERRORS °

H , '

Ineffective personnel management, inefficient ofjtput
unrealistic goals and expectations, union difficultjes /

Underachieving employees, ifefficiency, inept em oyegs,
ineffective personpel management, inefficient’outpuy,
unrealistic goals and expectations, union difficulties

'Ineffec/tive evaluati®n of personnel, indecisive actions

>

Unfairness tg employee, ineffective outpui
- -

A T
Not hiring the' bestQavailgble person for the job
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VALUATE PERFORMANCE OF PROGRAMMING PERSONNEL
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lnter;‘:ers'onal communication N .. . None
Psycholqgy s it applies/to human behaviot and evaluation -
Sociology as it applies td group interaction . . i o . . ~
Kinetics:  ° . Lot . . , A . _
Communicative scienci 1t applies to evaluation and verbal intercourse o - e
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. : / PERFORMANCE MGDES EXAMPLES . SKi1LLS/CONCEPTS
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! ' N o .

Reading;’ , . Personnel evaluation reports, job descriptions, job ahwsis, Word recognition, punctuation discrimination, vocabulary
.o - objectives, resumes, application, dudience feedback .
‘Speakipg N . At seminars, conferences, meetings, ’ - Articulation, enunciation, inflection, tone, audience

. . ' ‘ 3 . g .4 awaraness, facial expression ]‘
2 A - - . . . .. o e . N o .
. Talking Management, staff, applicants, job, placement agencies, media Articulation, enunciation, poise, awareness, persuasion
oo : people, audience S,
) V\[;iting : Evaluative reports, job andgses, objectives, memos, comments Organization, conciseness, outlining, clarity,yelling, -
L [ notes, staff prgmotion recommendations i spelling grammar, vocabulary, creativity |
istening . / - fManagement, staff, ideas, recommendations Concentration, auditory discrimination, discgrning
1? . ’ . v . ' : . . ' _impportant and unimportant information.
.Seeing — observing . . Staff activity, job performance, individual interection, Kinetics, accuracy, poise, awareness
‘ , . L~ personat” growth . ) . . . -
. Sensitivi%y .- People, events, activity, growth : -, N Intarpersonal ¥ommunication, ki}letlcs, T.A:/TM
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